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INTRODUCTION

Both the Records Management Services (which operates the State Records Center) and
the State Archives of Michigan are agencies of the Michigan Historical Center within
the Department of History, Arts and Libraries (HAL). Together, these agencies ensure
that Michigan government records are managed and preserved in a manner that
promotes the effective and efficient operation of government activities, and that
protects Michigan’s documentary heritage. HAL uses software called Versatile
Enterprise to facilitate the management of state government records.

This manual will teach you how to:

e Transfer containers to both the State Records Center and the State Archives of
Michigan.

e How to directly input information into Versatile Enterprise.

e Retrieve containers and files stored at the State Records Center.

If you have any questions about the services provided by our agencies, please visit our
website (http://www.michigan.gov/recordsmanagement/), or contact your agency’s

Records Management Officer.


http://www.michigan.gov/recordsmanagement/

DEFINITIONS

1. Retention and Disposal Schedules (Agency Specific):

Retention and Disposal Schedules are legal documents (required by statute) that list all
of the records created and maintained by an agency. Schedules provide the legal
authority to dispose of state records. Schedules are approved by the agency, the
Records Management Services, the Auditor General, the Attorney General, the
Michigan Historical Center, and the State Administrative Board. Schedules indicate if
records are authorized for temporary storage at the State Records Center, and if they are
supposed to be transferred to the State Archives for permanent preservation. Each
department’s Records Management Officer maintains a master set of Retention and
Disposal Schedules. Copies of schedules may also be obtained from the Records
Management Services.

2. General Retention Schedules:

General Schedules are legal documents that list categories of records that are common
to most offices in state government, such as general correspondence, meeting minutes,
payment documentation, etc. General Schedules are reviewed and approved the same
way as agency-specific schedules. Currently, there are General Schedules approved for:
Administrative Records (#5), Accounting Records (#6), and Human Resource Records
(#7). General Schedule #1 covers Non-Records (those materials that can be destroyed
when they have no further value to the agency.) General Schedules may be obtained
from the Records Management Services” website
(http://www.michigan.gov/recordsmanagement/) or from your Records Management
Officer.

3. Records Series:

A records series is a group of records created to support a single business function.
Individual records (such as the minutes of the January 2003 meeting of the Michigan
Historical Commission) are filed and maintained as part of an organized records series
(such as all meeting materials (minutes, agendas and supporting documentation) of the
Michigan Historical Commission). Retention schedules (both specific and general)
primarily list records series. Each records series listed on a retention schedule is
assigned a number and a retention period.

4. Versatile Enterprise

Versatile is computer software produced by a company called Zasio that is used by the
State of Michigan to support various records management, storage and preservation
activities. Versatile has been used by the Records Management Services, including the


http://www.michigan.gov/recordsmanagement/

State Records Center, since 1997; and it has been used by the State Archives of Michigan
since 2000. Versatile is accessible through a web interface using Citrix software.

5. State Records Center

The State Records Center is operated by the Records Management Services. The facility
is located at 3405 N. Martin Luther King Jr. Blvd., in Lansing. The building was
constructed in 1954 to house inactive records created by the State of Michigan. Records
stored in the center remain in the legal custody of the creating agency that transferred
them for storage. They can only be accessed by that agency or persons they designate.

6. State Archives of Michigan

The State Archives of Michigan permanently preserves and provides access to Michigan
government records with historical value. The State Archives is located at 702 W.
Kalamazoo in downtown Lansing. The State Archives’ facility was built in 1989, and it
was designed specifically to ensure the protection and preservation of records with
historical value. State agencies may transfer records to the State Archives in one of two
ways: direct transmittal (the procedures in this manual); or Records Center transmittal
(transfer of containers from the Records Center after their active retention expires).
Records transferred to the State Archives become the legal property of the Department
of History, Arts and Libraries, and cannot be physically returned to the creating agency.
However, they remain accessible by contacting our Reference Services staff at (517) 373-
1408, or via e-mail at archives@michigan.gov. Additional information about the State
Archives is available online at http://www.michigan.gov/statearchives/.

7. Records Management Officer (RMO)

Records Management Officers serve as a liaison between state agencies and the Records
Management Services. Each department has a designated RMO. If you want to know
who is the RMO for your agency, an up-to-date list of the RMOs is available online at
http://www.michigan.gov/recordsmanagement/.
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PACKING CONTAINERS PRIOR TO TRANSFER

Both the State Records Center and the State Archives of Michigan require that a
particular type of box be used for transferring records. These boxes are designed to fit
the shelving units that are used. Boxes can be ordered through the state-contracted
office products vendor, Boise Cascade.

Commodity Numbers and Box Dimensions

» Standard Boxes (used for letter and legal-sized files, binders, etc.): #5830-7040 (15" x
12”7 x 9.75”)

e Shoe Boxes (used for photographic negatives and microfilm): #5830-4174 (14.75” x
9.5” x 4.5”)

o Long Boxes (used for rolled items): #5830-2520 (26” x 12”7 x 9.75”)

Records should be packed into boxes in the same order that was used in the agency’s
tiling system. Letter-sized files should face toward the front of the box, where the label
will be affixed. Legal-sized files should face toward the side of the box that is to the left
of the label. Please leave one inch of clearance in the box to facilitate reference of items
in the box. If the agency anticipates that additional files will be interfiled into the box at
a later date, please leave additional space. Bar code labels will be sent to the agency
prior to shipping the boxes, please place the label in the designated space on the box.

Do not put records with different disposal dates in the same box, and do not place
records from different records series in the same box. Versatile can only assign one
record series and one disposal date on each box.

Sealing the Containers

Boxes should be sealed according to following instructions to facilitate their placement

and removal from the shelving units:

o Fold in the end flap that is at the far end of the box, opposite from the label.

» Fold in the 2 side flaps so that they lie over the end flap that was just folded in.

» Fold over the remaining end flap that is at the label end of the box, so that it lies on
top of the 2 side flaps that were folded in.

o Place a strip of craft or 2-inch wide masking tape across the last end flap that was
just folded over, to secure the flap down tightly. Tape should extend fully across the
flap, and approximately half way down the sides of the boxes, securely holding the
box shut.



SUBMITTING BOXES

Information about the contents of each box that is sent to the State Records Center and
the State Archives of Michigan must be entered into Versatile prior to shipping the
boxes. The information that is entered into Versatile is used to create barcode labels
that are placed on each container. The Records Management Services will print and
send the barcode labels to the agency.

Most state employees can receive Versatile user accounts so they can directly input
information about their containers. However, employees who cannot access the State of
Michigan’s intranet are allowed to submit transmittal forms. Under these
circumstances, HAL staff will enter the information from these forms into Versatile. If
you believe that you are eligible to submit a transmittal form, please contact Jackie
Mitchell at 517-335-9132 for confirmation. The transmittal form can be completed
online at http://www.michigan.gov/recordsmanagement/.

Employees with Versatile user accounts should follow the instructions in this manual
for submitting boxes.


http://www.michigan.gov/recordsmanagement/

LOADING CITRIX

The Versatile Enterprise software is accessed through a State of Michigan intranet
server using Microsoft Internet Explorer. Citrix software must be loaded on your
computer prior to accessing Versatile. If you have trouble loading Citrix, please contact
the Department of Information Technology, Client Service Center at (517) 241-9700.

Please follow the steps below to load Citrix. Note: Close all programs running on
your computer before starting.

1. Open Internet Explorer.
2. Enter the following address,
http://intranet.dmb.state.mi.us/dmb/mgmt/services/oss/rfmd/versatile/

3 Citris NFuse - Microsail Tnternet Exglorer i e
Be B few Fgode Dok bep [ ]
eiack v = - @ (D | Dsewrch [SiFwvertes Fristory | T S BN - o]

|Bekrens [ hepifiaimbon 71-hiver sl =] @0 |[unks *
: Citrix NFuse A

.
CITRIX e
¢ ©)
Nowwr everyrhing compeeses., 1N 0 da e ¥ connec -
MicroSoft Internet Explorer users Only
Varsatile Entarprise Application
Click the ink abowe 1o access the Versatile apphication. If this is your first time accessing

this site, you will be required to install the Citnix ICA client on your system Instructions for
the installation can be downloaded by clicking here. After reading and panting
instrections, select Bnk below to begin installation

Citrix 1A client installation

¥ Lol ntronet

L
H

3. Click on the link “Citrix ICA client installation”.


http://intranet.dmb.state.mi.us/dmb/mgmt/services/oss/rfmd/versatile/

4. A security warning screen will open. Click the Yes button to begin installation.

Do pou want to install and run “Citris | CA 32-bit Windows
Client"" signed on 12/14/2000 4:13 PM and distributed by:

Citrix Systems, [nc

Publisher authenticity verified by YenSign Commercial
Software Publishers CA

Caution: Citris Systerns, Inc azzerts that thiz content iz
zafe. v'ou should only installview this content if you trust
Citrix Systems, Inc to make that assertion.

[ Alwaps tiust contest fram Cibis Systems, Inc

More Info

‘Welcome to the [CA Client Setup program.  This
program will install ICA Client on your computer.

It iz strongly recommended that you exit all ‘Windows programs
before running thiz Setup program.

Click Cancel to quit Setup and then cloge any programs you
have mnning. Click Mext to continue with the Setup program.

WARMIMG: This program is protected by copyright law and
interational treaties.

Unauthorized reproduction or distribution of this program, or any
portion of it, may result in severe civil and criminal penalties, and
will be prosecuted ta the mazimum extent possible under law.

Cancel

6. Click the Yes button to accept the License Agreement.

Citrix License Agreement ﬂ

Fleaze read the following Licenze Agreement. Press the PAGE DOWHN key to see
the rest of the agreement.

[CITRI% CLIENT SOFT'WARE LICENSE AGREEMENT il

This iz a legal agreement ["AGREEMEMT"] between you, the Licenszed Uzer or
representative of the Licensed User and Citriz Systems, Inc. or Citrix Systems |nternational
GmbH. Citrix Spstems, Inc., a Delaware corporation, markets and supports the attached
client zoftware in the Americas. Citriz Systems International GmbH, a Swiss company
wholly owned by Citrix Systems, Inc., markets and supports the client software in Europe,
the Middle E ast, Africa, Asia and the Pacific. “vour location of receipt of the clisnt
zoftware determines which is the licensing entity hereunder [the applicable entity iz
hereinafter referred to as "CITRIX"). BY DOWMNLOADING, INSTALLING, COPYING OR
OTHERWISE USING THE ATTACHED CLIENT SOFTWARE, YO ARE INDICATING
THAT vOU ARE AUTHORIZED TO BIND THE LICEWSED USER IN CONTRACT &ND
THAT THE LICENSED USER ACCEPTS THE TERMS OF THIS AGREEMENT. IF vOU,
A5 THE LICENSED USER OR REPRESEMTATIVE OF THE LICENSED USER DO LI

Do you accept all the terms of the preceding License Agreement? |f you choose Mo, Setup
will cloge. To install IC& Client, you must accept this agreement.

< Back I Yes I | Mo I




7. Click Next to accept the default location.

Choose Destination Location

Setup will inztall IC4 Clignt in the following folder.
Toinstall to this folder. click Mext.

Toinstall o a different folder, click Browse and select another
falder.

‘You can chooge not to install ICA Client by clicking Cancel to exit
Setup.

" Destination Folder

C:\Program FileshCitrizs| C& Client Browse... |

< Back

Cancel |

8. Select Next to accept default Program Folder.

Select Program Folder x|

Setup will add program icong to the Program Folder listed below.
“Y'ou may type a new folder name, or select one fram the existing
Folders list. Click Next to continue.

Proagram Folders:

Administrative Tools
Lotus Applications
Microsoft Office Tools
Microsoft SOL Server 7.0

< Back I Mext > I Canicel




9. Click Next to accept the ClientName.

Your local computer must be given a unique client name.
Citrix zervers use the client name to manage client printers and
other system rezources.

CligntMame |EIIE

< Back I Mest » I Cancel

10. Click Next to accept the default.

Select Desired Features

wiould vou like to enable and automatically use your local uzer
name and password for Citrix sessions from this client?

< Back I Mest » I Cancel |

11. Click OK on the information screen. You may need to close Windows Explorer first.

Information

@ Installation or update of the Citrix ICA Client is complete.
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ACCESSING VERSATILE

The Versatile Enterprise software is accessed through a State of Michigan intranet
server using Microsoft Internet Explorer. Citrix software must be loaded on your
computer prior to accessing Versatile. If you do not have an active Versatile user
account, please contact your department’s Records Management Officer.

Please follow the steps below to access Versatile.

2. Open Internet Explorer.

3. Enter the following address (we recommend saving this address in your
“Favorites”):
http://intranet.dmb.state.mi.us/dmb/mgmt/services/oss/rfmd/versatile/login.htm

4. The Citrix NFuse login screen will open. Enter:
a. Username (provided by Records Center)
b. Password (provided by Records Center)
c. Domain (leave blank)
d. Click on the Login button.

3 Citrix MFuse - Microsoft Internet Explorer provided by 5State of Michigan DIT

= Back - = - B} it | Q) Search (G Favoites FMedia ¢4 |
Address I@:I hittp: # fintr anet, dmb. stabe. mi.us/dmb./marmt services foss/frmd/versatilelogin. him j @Go

Citrix NFuse -

L]
cITRIxG Cirrix is the world leader
° D

that provide

any application to any

Norw everything computes.,

Citrix NFuse
Username: I—
Fassword: I—

Daomain: I—

[&] Dore [ | |4 Intemet
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ZJ hitp: # fintranet. dmb._state. mi_us/dmb/mgmt/services/oss/ifmd/versatile/passthiuT emplates_asp - Microsoft Internet Explorer pr... [B[=) B4

File Edit “iew Favoites Tools Help |

= Back - = - @ 7oy ‘ @Sealch (3] Favorites @Media G | B % S ﬁ

Adehess [ ] hitp /irtrane.cimbstate. mi us b/ mgmi /servives /oss/fmd versatile/passthiuT emplates asp ] @o

Citrix NFuse

CiTR!xG it is the

+ in application server software and services

ital Indepe

that provide "I the ability to de

any application to any deviee over any connection — el

Now everything computes..
Up ane level
Yersatile
|&] Done [T 4 ntemet

5. Another Citrix screen will open containing a hyper-link to Versatile. Click on the
link.

6. Another Citrix screen will open containing a hyper-link to Versatile. Click on the
link again. Please wait while Versatile loads on your computer. [If you receive a
message indicating that you need to download Citrix, please go to page 7 for
instructions.]

7. The Versatile Login Screen will open. Enter:

a. Company (“STATE OF MICHIGAN RECORDS MANAGEMENT” should
already appear, if not, click on the down arrow and select it)

b. User ID (provided by Records Center)

c. Password (provided by Records Center)

d. Click the OK button.

Versatile Enterprise

S'my

State of Michigan Recaords Manage =




BOX DATA ENTRY

Note: Do not minimize screens once you begin, Versatile will lock-up.
Reminder: These are uniform procedures for sending records to the State
Records Center and the State Archives.

|/E Versatile Enterprise [_]5]
File Applications Organization Hecords  Hetention  Help A

Applications P Py 3 = | =

J Versatle Enterprise aﬁ] @| |g| l“l,@l ‘q,fl_l ép i ‘)| H

|

Companies

Box Creation
Request

Falder List

Departments

e
3

£l
R
S

Records

I Fietention ||

Once you login to Versatile the main screen will open. Click on the 7t button “Box
Creation Request” in the toolbar at the top of the screen. The Box Creation Request
Screen will open. This is the screen that you will use to submit information about
the contents of each container.

/£ Box Creation Request E e
Request Detail Fiequest Information
7 Help |
‘ Company: IStata of Michigan Recards Management j
Bowe_| Note: The
User Box Mumber: I Fequest Number:  |2115407 il
Mew / Clear | 1 1
_> Department: |/55A5E30/ [Forensic Science Division _| fOHOWIHg flelds
Record Seres: |5304 - IW’orksite Feports (copies] _I e ks | are mandatory!
Series Titles: - worksite Reports [copies) k\ ' Submit | ) Department
N e Record
esciption: test
Series
e Dates (From
General | Ranges |
Type of Box: [ =l Event |JJ*
Starage Room: IINTHANSIT ROOM j From: |12x’31x’2004 ‘ I
To |1 24372004
%) Close |
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10.

The User Box Number field is optional. You can use it to enter a lot number (not
required) and/or a sequential box number.

If the contents of the container are listed on an agency-specific schedule, go to the
Record Series field. Click on the button with the 3 dots next to this field. (If you
will be using a General Schedule, skip to step #7.) The Record Series Inquire

screen will open.
I/E Record Series Inquire H=] E3

Compary
Department

- < Global » Al -« Primary >

I State of Michigan Records Mana
- Agriculiure [/79/)

- Agricultural Statistics Sers

- Agriculture Develapment

- Animal Industry Divizion | —
= Commiszion of Agricultun 21576 - Monthly Commission Record [sup #1001)

. Erwironmental Stewardsh - 21577 - Commissioner Records (sup $1002)
- Executive Office (/79/8; | B 0NTRO -

- Finance and Technology
- Food and D airy Divigion
- Human Resources Divisic
- Laboratory Divigion [/79:
- Marketing and Communic

Sernies |d Title:

- Michigan Agricultural Stal =
J = Ll_l 4 ol
Search: I vl EI

o« Select | X Carcel |

In the left side of this screen, click on the plus sign next to the words “State of
Michigan Records Management”. This will provide a list of the Retention and
Disposal Schedules that you are authorized to access. Select the schedule you need.
A list of records series associated with that schedule will appear on the right side.
In the right side of this screen, click on the record series you need. Note: If you click
on the gray SeriesID box the list of series will sort numerically. If you click on the
gray Title box, the list of series will sort alphabetically.

Click on the Select button. Note: when you have finished this step you will return
to the Box Creation Request screen, and both the Department and Records Series
tields will be populated with the information you selected. (Please skip to step #11.)
If the contents of the container are listed on a General Schedule, go to the Record
Series field. Click on the button with the 3 dots next to this field. This will open the
Record Series Inquire screen.

In the left side of this screen click on the plus sign next to the words “State of
Michigan Records Management”. The list of records series approved on the various
General Schedules will appear on the right side of the screen.

Click on the record series you need, and click on the select button. This will return
you to the Box Creation request screen, and the information you selected will be
populated in the Record Series field.

Next, go to the Department field. Type in the alpha-numeric department code that
is assigned to the agency transferring the container and click on the Tab key to

14



11.

12.

13.

14.

15.

16.

17.

populate the field with the agency name. Note: this code is printed on the agency’s
Retention and Disposal Schedule.

In the Description field, describe the contents of the container. If you will be
itemizing the files in the box, you will receive separate barcode labels for each file.
Then you only need to provide summary information in the Description field.
However, if you will not be itemizing the files, please provide more detailed
information. The information that you supply will be the information that people
use to retrieve containers, so it should be sufficient to facilitate access.

Go to the Storage Room field. Type in the letter “I”. The words INTRANSIT ROOM
will appear. Note: You can also click on the down arrow, then select the Intransit
Room from the list (this is a temporary space that containers are assigned to until
they are scanned to the shelves).

Go to the Content Dates fields and use the From and To fields to enter the inclusive
dates for the contents of the containers.

If you will not be itemizing the files, you can click on the Submit button. Note: If
you make a mistake, see the instructions on page 19 for correcting mistakes, and
for sending comments to the Records Center.

If you will be itemizing files, click on the Itemize Files button (go to page 17 for
turther instructions). Do not click the Submit button until you have finished
itemizing all of the files. Note: if you need to submit the box before you have
tinished itemizing the files, see the instructions on page 20 for sending comments to
the Records Center.

Versatile will ask you if you want to create another request (submit another
container), click on the appropriate response. If you are submitting another
container, repeat the instructions above. Note: You must click the submit button
for each box.

|/£ Creation Request Sent M= B |

Your creation request has been sent. Would you

like to send another creation request?

Note: You must add the phrase "ACCEPT BOX" after you have reviewed your work
in the "Add Comment Box" for each box that you submit (see step #4 on page 20 for
further details). Boxes will not be accepted until this phrase appears.

15



18. HAL staff will receive the information that you submitted, and they will check it for
accuracy. You will receive an e-mail message confirming that your barcode labels
will be mailed to you (see examples below). Attached to this e-mail will be a
Records Transfer Request form that you can e-mail to DMB, Transportation Services
(smithr4@michigan.gov) when your boxes are ready to be picked up. Please place
the barcode labels on the appropriate containers before submitting the Records
Transfer Request form.

STATE OF MICHIGAN
RECORDS & FORMS MGMT. DIVISION
3405 H. M.L. King Jr. BL¥D.

999999
A

16
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10.

11.

ITEMIZING FILES

Clicking the Itemize Files button will open the Itemize Files screen.

Itemized File:

7 Help

File | File Description Content From | Cantent Ta

" OK
x Lancel

i

Add File | Edit File Clear List | Delete File |

Click on the Add File button. The File Itemization screen will open.

Desoriptiors |

Cortert D ates: I_,J_,-' Through I_J_J
B sddwoList | & oone |

In the Description field, type in a description of the contents of the file. Note: Even
though the field appears to be large, only one line of information will actually print
on the label. Please limit your description to 36 characters.

In the Content Dates fields, enter the date range for the contents of the file. Note:
these fields are optional.

Click the Add to List button. If you need to add another file, delete the information
that was typed for the first file, and type in the new information. Click the Add to
List button again, and repeat this step until all files are itemized.

When you have finished adding all of the files, click the Done button. You will
return to the Itemize Files screen.

If you identify an error with a file that you previously added, you can highlight it
and click the Edit File button. This will return you to the File Itemization screen for
that file. When you have finished correcting the error(s), click on the Done button.
If you want to delete a file that you added, highlight it and click the Delete File
button.

When you are finished itemizing files, click the OK button. You will return to the
Box Creation Request screen. If all data is correct, click on the Submit button.

Note: When itemizing files for subsequent boxes, be sure to start with an empty
screen. Click on the Clear List button to remove files that were itemized for other
boxes.

HAL staff will receive the information that you submitted, and they will check it for
accuracy. You will receive an e-mail message confirming that your barcode labels
will be mailed to you (see examples below). Attached to this e-mail will be a

17



Records Transfer Request form that you can e-mail to DMB, Transportation Services
(smithr4@michigan.gov) when your boxes are ready to be picked up. Please place
the barcode labels on the appropriate containers before submitting the Records
Transfer Request form.

01320051 4FPSE10/

2026 - ovoootet LR EA AR
Record No. 216557

18
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VIEWING AND CORRECTING DATA ENTRY

You can view the data that you entered about boxes and files before the submission is
accepted by the Records Center by clicking on the Browse button in the Box Creation
Request screen. The Browse Box Creation Requests screen will open.

|*£ Browse Box Creation Requests & = |EI|1|
Reguest Mo, Reguest Date Status Uszer Box Mo, From Date ToDate I
2115436 02/20/2004 11:5 Requested TEST 01/0/1960  12/31/1960

test

211540710241 342 Requested

v Automatically display this window when open status items exist

[ Display Cloged ltems ¢ Select I x Cancel Bequest

%) LClose |

1. If you want to edit a box or file before it is accepted, highlight the box in the list and
click the Select button at the bottom of the screen. Note: write down the request
number for future reference. The Box Creation Request screen will open and you
can incorporate any changes that are needed.

2. If you do not have time to finish inputting a box, you can submit it and then send a
note to the Records Center.

I/Z Box Creation Request 101 x]

Request Detail Request Information

Request Murnber: | 2115407 EI D ate of Request: ([IF

Request Status:  [On Request Browse |

—Mates/Comment: Mew / Clear

Itemize Files

' Submit

i

Add Comment |
r—Bio Informatiory
Box Mumber: I Processed: Mare Irfo | w Ol |

19



3. Click on the Add Comment button. The Comment screen will open.

I¥Z Comment 1Ol x|

¢ (]9 x Cancel | ‘

4. Type in the text of your message, such as “ACCEPT BOX.” Click the OK button
when you are done. If you do not want labels sent to you, please use the
Comment screen to notify the Records Center. Note: The Records Center can also
add comments to a box. For example, the comment could be about data that the
agency forgot to submit about the box. Also note: Once comments are added, they
cannot be deleted. If you make a mistake with a comment, add another comment
indicating that the previous one can be disregarded.

5. Click the OK button once you are done. The following message will appear, please
be sure to click the appropriate box.

|I#Z Submit Creation Request ;lglil

The request currently dizplayed has already been submited. Would
you like to update the cumrent creation request or zubmit as new?

| x Cancel

Submit as Hew I Update Existing Request
|

6. If errors in the data entry are identified, Jackie Mitchell will enter a note in the
comments window indicating what needs to be corrected.

20



SHIPPING BOXES

Once information is entered into Versatile, the Records Management Services will print
and mail barcode labels to the agency. When the agency receives its barcode labels,
they should be placed on the correct boxes. The next step is to submit a Records
Transfer Request form to the Department of Management and Budget, Transportation
Services (available online). This form notifies DMB where the boxes are located so they
can be picked up.

The following instructions will help you complete this form.
. Enter the department name.
. Enter the division name.
. Enter the name of the person who entered the boxes into Versatile.

. Enter the location of the boxes that will be picked up (building/floor)
. Enter the pillar number that is closest to the boxes (may be found on a pillar, wall or
cubicle)

1
2
3
4. Enter this person’s phone number.
5
6

7. Enter the name of a contact person, if the person who entered the boxes into
Versatile should not be contacted by DMB.

8. Enter the contact person’s division name, if it is different than the one provided in
item #2.

9. Enter the contact person’s phone number, if different than the one provided in item

#4.

10. Enter today’s date.

11. Enter the barcode numbers that are going to be shipped. If the numbers are
sequential, a range can be provided.

12. Enter the total number of boxes that are going to be shipped.

13-18. Extra spaces for barcode numbers.

19. Number of boxes with file returns in them. These are several files (more than can fit
in an ID mail envelope) that were checked out from the Records Center and are
ready to be returned.

The completed form should be e-mailed to Ralph Smith at smithr4@michigan.gov.
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PRINTING BOX DETAIL REPORTS

Agencies can print “Box Detail Reports” that will describe the contents of each box,
based upon the information that was input into Versatile. Note: Box Detail Reports
cannot be printed until the Records Center has accepted the submission.

1. In the left toolbar under the Records tab, click on the Items icon. Then click on the
Boxes button in the Records Items window. The Box Maintenance screen will open.

|E| |.:é|g m|l§ Company: [State of Michigan He:mJ State
User Defined | Extended Description Files |
Box Reports--Click __sertaniie Location
on Down Arrow Boxumber ] % ||| BoxTyne [Hone =
User Box Mumber. ll Recard Center: |None j
Flecord Center I il Aisle - Bay - Shel: [ Pasition: _|
Barcode ID: 2' Altemate Location: Space Mansgement
rDescriptive Information
Depstment. | [ _I
Record Series: »[= [ L]
Deseription _
R4
Primary Infarmation | Addional | Refenion | Destuction | Activity Ranges |
Date
creation: [_/_/ Subritied By: [ [ _I
Evert [/ || LabelTupe [ [Hane =
Subric [_¢_/__" | | Disposiion | [ricne =
Misc: /7
From /.
To: [ I~ Label Fiinted

Search

;)

{

Delete

Add

Clear

Previous

HNest

Itemize Files

Piint Label

Pl

DOptions

2. In the Box Maintenance screen, click on the Search button in the right toolbar. This

will open the Box Search Parameters screen.

Box Search Parameters ﬂ
Primary Infarmation | Additianal | Keywards Sart Order |

Company: IState of Michigan FRecards Matnagement j

Department: I I _I

Record Sernies: j’“‘“’“‘““’“‘- I _I
_> Baox Mumbers: I Through I Barcodes: I Through I

Uszer Box Mo: I Through I Rec. Center |d: I Through I

Creation: I ' Through I Misc: 4 4 Thiough |/ ¢

Ewent: I ' Through I Fraorm: _ /4 Throwgh |/ ¢

Submit: I ' Through I _ /4 Throwgh |/ ¢

[T Include Destroved Bores W Include Inactive Boxes

o 0K I x Cancel Rezet |
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3. In the Box Numbers field, enter the beginning and ending RC numbers for the
range of boxes. If you only want to print a report for one box, enter the same
number in both fields. Then click the “OK” button. You will return to the Box
Maintenance screen, and data about the first box will appear in the various fields.

4. The third button from the left side of the toolbar at the top of the screen is called
“Box Reports” (looks like several sheets of paper). Click on the down arrow next to
this button (do not click on the button itself). Several options will appear below the
arrow when you click on it. If you want to print a report on the boxes only (no
itemized file information), select “Box Detail Report for Boxes Only.” If you want to
print a report on boxes and itemized files, select “Box Detail Report for Itemized
Files 1.”

5. Versatile will load your query and a Print Preview screen will open (this may take a
few moments or minutes). To print this report, click on the printer icon. The Print
screen will open. Click the “OK” button, and the report will print.

(&)nam (=« v o |

Dept. Code [Z3ELE! BOX DETAIL REPORT Confact Pesson EVELYN  QUIRDGA
. ETATEELECTIONE
Bureau of Elections ATH FLODR MUTUAL BLDG.
Phone 2540
Racords Contar 8  Liser & RAconds Saries Iile  Hecords Seres  Box Content Date Rt Disposal Date
T A Feparts o Precict 51164 - OAOIAN952011A1908 CRAD 01011997

Resuts

pis aeed ey chowin b weed and
arE Earia te 2t eARKAIN in Bt ben

o o

ez 1oF2

6. If you cannot print, contact the DIT Service Center for assistance. You can call them
at (517) 241-9700 or e-mail them at ditservice@michigan.gov. Please indicate that the
“DIT DPO Server Services Team 5” should be contacted to resolve the problem.
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SEARCHING FOR AND RETRIEVING
FILES AND BOXES

The instructions in this section for retrieving boxes from the State Records Center are
provided for agencies that can access Versatile. Agencies that cannot access Versatile,
can submit a Records Referral Order form (available online at
http://www.michigan.gov/recordsmanagement/), can send an e-mail to
RecordsCenter@michigan.gov, or can call the Records Center at (517) 335-9132.

State agencies and members of the public that want to access records at the State
Archives of Michigan should call (517) 373-1408 for assistance.

1. Click on the 3¢ button (looks like a magnifying glass and paper) in the toolbar at the
top of the main Versatile screen. The Search screen will open.

x|
Databases —Search Shategy r—Infarmation ta Search—
ersatile Enterprize Shateqy: I j Save | ¥ Active Files
¥ Inactive Files
r—Filter w G
Keywords:
I b i [~ Citations
- — I~ Record Series

Companies / Departments Search Fillers I Documents

[+~ State of Michigan Records Ma

P Help

Search

i

[ B
Add Department | Add Edit Bemove Clear Al |

[V Display by Department |d

2. The column on the right side of the screen is used to specify the type of container
you are looking for, files or boxes. If you are looking for files, only check the space
next to the words, Active Files and Inactive Files. If you are looking for boxes, only
check the space next to the word Boxes. If you are looking for boxes and files, check
the space next to all three.

3. There are multiple types of filter criteria you can use to perform your search. Once
you have entered all of the relevant filtering criteria, click the Search button (at the
bottom of the right side of the screen) to perform the search. If your first try does
not yield results, try again, or call Jackie Mitchell at (517) 335-9132 for help.
Examples of some, but not all, filter criteria are listed below.
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. If you know that a particular word or phrase was typed into the description field
when the container was submitted, you can perform a Keyword search. Simply
type that word or phrase in quotation marks in the Filters Keywords field, then
click the Add button next to this field.

. Other filtering criteria are selected by clicking the Add button at the bottom of
the screen. This will open the Search Filters screen.

x
Type of lkem: IB':'” j
Itern ta Filter: IB':'” MNurmber j
Search Evaluation: I\A-"ithin Range j

Starting Value: I
Ending Y alue: I

'Qf kay I x LCancel |

In the Type of Item field, click on the down arrow to identify if you are searching

for a box or a file.

. In the Item to Filter field, click on the down arrow and choose from the list of
options. For example, if you want to search for a container based upon the date
(or date range) that it was submitted for storage, select Creation Date. If you
want to search for a box by barcode number, select Box Number. If you want to
search for a file by barcode number, select Record Number. If you want to
search by record series, select Record Series. If you want to search by Lot
number, select User Number. Depending upon which of the above options you
select, Versatile may ask for additional information, such as a barcode number or
a date range. You must supply this information before clicking the Okay button.

. Remember: Records Center Number = Box Number, User Box Number = Lot/Box

Number, all lot and box numbers entered by the Records Center contain 4-digits
(0000-0000).

. When you finish entering the filtering criteria and click the Search button a Search
Result List will load and open. Boxes will have a box icon next to them in this list,
and files will have a file icon.

25



I/£ Keyword Search Results

NE

Inguire Send Request

.

Feports

@

Help

a?

D ata Streams

E xit

Department | It 1d

| User Bow Mumber

M=l 3

Diescription

&

E F25/RFM/ 00532065 24630002

ﬁ /25/RFM/ 00642723 2463-0005

503, 505, B06, 507, 608, 503, 510, 511, 513, 517, 521, 2525, 527, 529, 632, 53

464, 435, 438, 433, 500, 501, 502,

Fad Far Fam Fam ma

24474 00000345 2338-0011

@ /25/RFM/
u AGRICULTURE - JAN -DEC 1371 DISPOSAL

24474 00000344 23920011

@ J25/RFM/
u AGRICULTURE - JAN -DEC 1373 DISPOSAL

24474 00000343 23320011

@ F25/RFM/
u AGRICULTURE - JAM -DEC 1374 DISPOSAL

| Bow Mumber ﬂ

59208

A0, 402, 403, 404, 405, 406, 407, 408, 409, 410, 411, 412, 413,141, 15, 416, 417, 418, 419, 420, 421, 422, 423
424, 426, 427 428,429, 432, 433, 434, 435, 436, 437, 438, 433, 447, 442, 443, 445, 446, 447, 443, 450

B427:

451, 452, 454, 455, 458, 461, 462, 463, 464, 465, 467, 468, 463, 471, 472 473, 477, 478, 479, 481, 482, 487, 433

55946

o034

B634¢

|Entry 1 of 473

| of"
4

5. If a container is highlighted in red or yellow, it has been checked-out by someone
else already and cannot be checked out at this time.

6. Call Jackie (335-9132) to set up your headings to indicate whether a box is

destroyed.

7. If you want to view detailed information about a container (such as who checked it

out), double-click on the file or box icon. A File or Box Maintenance screen will

open. To close this screen, click on the door icon in the top toolbar (you will return

to the Search Result List).

/£ Box Maintenance [_ O[]
= |
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8. The Activity tab in the row at the middle of the screen contains check-out
information.

9. If you want to retrieve a box or file from the State Records Center that is listed in the
Search Result List, click on the green box for that container. Click on the Send
Request button in the toolbar at the top of the screen. The Send Request Screen will
open.

I'E Send Request

Compary: IState of Michigan Records Management
Recipient User: ID?MITEHELL IMITCHELL, JACKIE
Motes:

& Send Fequest x LCancel

10. Your name will appear in the Recipient User field. If you want the container sent to
someone else, click the button with the 3 dots next to this field. The User Inquiry

screen will open.
/£ User Inquiry [_ (O] x]

ComDan}'ZIState of Michigan Recc VI [~ Default

|Userld =~

Last Name | First Name
AEBERUZZESE

MaR1A 394BRIGO
MELANIE E34CHLEY
ALICE TaaDAD0A
JAMICE a0aDAMS
JANICE TEADAMS

SAMNDY E3ADAMS S

FELIx BEADATS] o
| 3|

Search: |mitchell ll
o Select I X Cancel |

11. In the Search field type the last name of the intended recipient, and click the
flashlight button. If necessary, you can scroll down the list to find the person. Once
you find the person, highlight the name and click the Select button (you will return
to the Send Request screen, and the name will be populated in the field). If the
person you are looking for is not on the list, call (517) 335-9132, to have the person
added.

12. Please use the Notes field to provide special instructions. For example, indicate if
the container is needed to respond to a FOIA request, if it is needed immediately
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for some other reason, if someone from your agency will be visiting the State
Records Center to inspect or pick-up the box (and when they will arrive), etc.

13. Click the Send Request button. The boxes will turn red if you have ordered them
correctly. The containers will be retrieved according to your instructions. Note:
The State Records Center needs at least one hour to process a retrieval request. If the
request is for a lot of containers, additional time may be needed to retrieve
everything.

Note: If the containers have been transferred to the State Archives, do NOT use
Versatile to submit a request to retrieve them. Please contact the State Archives via
phone at (517) 373-1408, or via e-mail at archives@michigan.gov, for assistance with
accessing the containers.
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RECORDS CENTER DISPOSAL

Twice a year the Records Center queries Versatile to identify boxes that have fulfilled
their retention requirements, and are eligible for destruction. Once a year the Records
Center queries Versatile to identify boxes that have fulfilled their retention
requirements, and are eligible for transfer to the State Archives of Michigan for
permanent preservation.

Disposal notices are generated as a result of the queries. The notices are sent to each
department’s RMO for review and approval, prior to removing the boxes from the
Records Center. RMOs generally distribute the disposal notices to their contacts in each
agency. Agencies are allowed to spend 30 days reviewing their disposal notices and
must return the approved notices to their RMO. Questions about disposal notices
should be directed to Marcia Lyon at (517) 335-9147 or lyonm@michigan.gov.

Some public records contain sensitive or confidential information. These records
should not be placed in a regular trash or recycle bin when they are destroyed. Itis
important that government agencies ensure that these records are destroyed in a
manner that prevents the inappropriate release of the information. The State of
Michigan administers a master contract with a vendor that complies with the state’s
requirements for confidential destruction of records. Since the State Records Center
stores some confidential records, the Records Center uses this contractual service to
destroy all records. Government agencies that are interested in using this contract to
destroy confidential records in their office should contact the vendor:

Certified Document Destruction
Attention: Brian Dorosz
1-800-433-7876
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> Q9

> 19

> 19

FREQUENTLY ASKED QUESTIONS

How do I know if my records are authorized for temporary storage at the
Records Center?

Look at your Retention and Disposal Schedule (specific or general). If the period
of time listed in the Agency Retention column is different that the period of time
listed in the Total Retention column, then storage at the Records Center is
authorized. The difference between the two periods of time is the amount of
time that storage is authorized for.

How do I know if my records are authorized for transfer to the State Archives for
permanent preservation?

Look at your Retention and Disposal Schedule (specific or general). On the right
side of the page the words “Transfer to State Archives” will appear if the records
are authorized.

What should I do if I have records that are not listed on a Retention and Disposal
Schedule (specific or general)?

Records cannot be destroyed, nor can they be transferred to the Records Center
or the State Archives if they are not listed on a schedule. Contact your
department’s Records Management Officer, and request to have the records
series added to your schedule.

What is the “Description” field for?

This field is used to describe the contents of a container. It may be a summary
description (especially if each file will be itemized separately), or it may be very
detailed (especially if you are sending materials to the State Archives).

When should I itemize the files stored in a container?

The contents of a box can be described in two ways. If your agency tends to
retrieve individual files from a container, rather than the entire box, and needs to
receive barcode labels for each file. It is recommended that you itemize the files.
However, if your agency tends to retrieve entire boxes, or if the container will be
sent to the State Archives, it is not necessary to itemize the files; rather a detailed
description in the “Description” field is encouraged. Also, it is not necessary to
itemize files if there is only one file in a container.

Do I need a Lot number?

No. The Records Center no longer requires a lot number, and the State Archives
never used lot numbers.

30



> Q9 > 1Q

> 19

> Q9

> Q

> 19

How can I keep track of the containers I am entering if I do not use a lot number?
You can enter a sequential box number in the User Box Number field, beginning
with the number 1 for each new shipment.

Do I still need to submit a transmittal form?
No. The transmittal form will be obsolete once people are trained to directly
enter information into Versatile.

Do I still need to maintain a list of what is in each box?

No. Versatile retains all of the information that you input. You will receive a
Box Detail Report after the data is entered, and the Records Management
Services can always produce a new copy of this report for you if you need
another copy.

Can I itemize files in boxes that I previously sent to the Records Center?
Yes. Please call 335-9132 to make arrangements for inputting files from older
boxes.

What is my department code?

Each agency has been assigned a unique alpha-numeric code. This code can be
located on the top left-hand corner of both your Box Detail Report, on your
Retention and Disposal Schedule, and by clicking in the record series field of the
Box Detail screen. (Example: 25/RMS)

What is the records series number?

This is the code that is listed on your Retention and Disposal Schedule to identify
each records series. Each container in Versatile must be linked to a records series
to identify its approved retention period. Each container can only contain one
records series.

Why does the department code not appear when I use a records series number
from a General Schedule?

All departments can use the general schedules, so you must key in your own
department code and hit the tab key.

Why does the series title not appear when I use records series numbers from a
General Schedule?

The series title will automatically generate later, and it will appear on the Box
Detail Report.
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What does “intransit” mean?
Boxes that have been input into Versatile, but have not been physically received
by the Records Center or the State Archives are identified as “intransit.”

What are the “content dates”?
Please use this field to input the beginning and ending dates for the contents of
each file or box.

Should I prepare a list of the contents of each box and file before I input into
Versatile, or should I input directly from the box?

Inputting information directly from the box will be faster and easier, if it is
practical to put the box near your computer during the data entry process.

Do I have access to all boxes at the Records Center?
No. Just those boxes assigned to your department code.

Do I have access to all boxes at the State Archives?

Yes. Unless they are legally confidential. There are procedures available to
provide authorized individuals with access to confidential records. Records
preserved by the State Archives cannot be physically removed from our facility.
However, they are accessible via on-site visit, e-mail, phone and fax. Note:
Versatile will only allow you to search for containers that your agency sent to the
State Archives. If you want to search for containers that other agencies sent to
the State Archives, please call (517) 373-1408 or e-mail archives@michigan.gov.

Can I fix mistakes before I submit a container?
Yes. Just edit the information on the screen.

Can I fix mistakes after I submit a container?

Yes. Please send an e-mail message to Jackie Mitchell at
mitchelljl@michigan.gov and she will correct the mistake for you. (It takes 3 to 4
weeks to input corrections).
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